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Guidelines – Principal 

TFM, Vol. 1, Part 2 – Chapter 1500, Description of Accounts Relating to Financial 
Operations (T/L 615) http://www.fms.treas.gov/tfm/vol1/v1p2c150.html . 
 

31 CFR Part 210, Federal Government Participation in the Automated Clearing House 
http://www.access.gpo.gov/nara/cfr/waisidx_03/31cfr210_03.html . 
 

FFS Training Manual (http://www.nbc.gov/ffs.cfm – requires authorization). 
 

Function 

The U.S Fish and Wildlife Service (Service) collects payments for a variety of activities.  
The Division of Financial Management/Denver Operations (DFM/DO), the Financial 
Operations Branch (FOB), and the Cost Accounting Section (CAS) process the 
collections.  During the collections process, the CAS may receive funds that cannot be 
dispersed immediately or may receive returned funds that were not dispersed properly.  
The CAS maintains suspense accounts to hold these funds until documentation is 
received, errors are cleared, and payments are made to the appropriate agency, or credited 
to the appropriate fund. 
 

Overview 

The Service uses twelve suspense accounts (the list is ordered by similar purpose and is 
not sequential): 
 

600X – FWS (Public) – Public Vendors 
• If a payment from a vendor is received through the lock box process but is not 

accompanied by sufficient collection information or has been collected in error, CAS 
credits the payment to the 600X account until the problem is resolved.   

• If CAS receives advance payments on a reimbursable agreement before it receives the 
actual agreement, CAS deposits the payments in the Service’s 600X account until the 
SF 3-2058 form and the agreement are received, then transfers the funds to the 
appropriate reimbursable project.   

• If a vendor posts a performance bond, the CAS deposits the funds in the 600X 
account until the project is complete, and the bond is either refunded or defaulted.  If 
the bond is defaulted, CAS moves the funds to the revenue source to pay the 
replacement vendor. 

 

601X – Collections (Public) 
This account is used in the same manner as 600X. 

 

http://www.fms.treas.gov/tfm/vol1/v1p2c150.html
http://www.access.gpo.gov/nara/cfr/waisidx_03/31cfr210_03.html
http://www.nbc.gov/ffs.cfm
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602X – IPAC Clearing – NBC 
This account is used in the same manner as 600X, except it is limited to IPAC 
payments from government entities and is used only by the National Business 
Center (NBC). 
 
650X – FWS (Govt) – Government Vendors 
This account is used in the same manner as 600X, except it is limited to IPAC 
payments from government entities. 

 
651X – Collections – Government IPAC 
This account is used in the same manner as 650X. 

 
603X – EFFPAY (Public) – Emergency Firefighters 
CAS processes additions or changes to seasonal and situational labor cost structure codes, 
such as codes for firefighters and participants in youth programs.  CAS reviews and 
corrects payroll records in FFS that do not match existing cost structures.  If these 
corrections are delayed, CAS applies the funds to the 603X EFFPAY suspense account 
until the problem is resolved. 
 
604X – Proceeds from Sale, Personal Property 
Proceeds of Sale are funds received from property sales and are available to apply against 
the cost of like replacement property during the fiscal year in which the property was sold 
and for one (1) fiscal year following.  CAS credits the funds to the 604X suspense 
account until they can be applied to a purchase or transferred to a Treasury general fund 
as miscellaneous receipts, if the funds have not been exhausted within the time limit.     
 
621X – Federal Debt Recovery – Payroll  
The NBC collects payroll overpayment debts through payroll deductions or by check and 
transmits the funds to CAS to service the debt.  CAS refers to the billing document to 
verify the status.  If a billing document doesn’t exist or if the debt has been paid or 
collected in error, CAS applies the funds to the 621X Federal Debt Recovery payroll 
suspense account to be either refunded or reapplied. 
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625X – Tax Withholding – Permanent Change of Station (PCS) 
The Internal Revenue Service considers some PCS allowances as income.  When 
processing a PCS voucher, the Fiscal Services Unit deducts a flat rate of 28 percent on 
taxable allowances for withholding, specifically Medicare and OASDI (Social Security), 
and transfers the withholding funds to the 625X suspense account, where they can reside 
for up to two years.  After the employee move is complete, CAS reconciles the PCS 
expenses, allowances, and withholdings through FFS. 
 
Before an employee’s move is complete, funds can be paid out from the 625X suspense 
account to an employee if the employee earns a home incentive award (under the 
Guaranteed Home Sale Program).  The regional PCS coordinator will notify CAS of the 
cost structure to use to credit to the award.  The remaining funds reside in the 625X 
suspense account until the move is complete. 
 
The cost coding for funds in the 625X suspense account is based on the travel order for 
an employee’s move.  Each travel voucher number ends in an alpha character from the 
beginning of the alphabet (a, b, c, d, etc.).  The regional PCS coordinator will signify the 
completion of an employee’s move by changing the alpha character to one from the end 
of the alphabet (w, x, y, z, etc.).  
 
629X – Travel Advance 
Service employees: current, retired, former, or transferred are liable for any outstanding 
travel advance.  The NBC collects travel advance payments through payroll deductions or 
by check and transmits the funds to the 629X suspense account.  CAS applies the 
payments to the outstanding debt through FFS.  If the funds cannot be applied to a travel 
advance, the funds remain in the 629X suspense account until they are applied to another 
advance or refunded to the traveler. 
 

630X – Stale-dated Checks (Public) – Travel Vouchers 
If checks for travel vouchers or travel advances are returned, CAS places the funds in the 
630X Stale Dated Checks suspense fund until they are applied to another advance. 
 

652X – Government IPAC 
This account is used in the same manner as 630X, except it is limited to IPAC 
payments from government entities. 
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Function Details   

Process Initiation  

When the CAS receives a payment that cannot be dispersed immediately, the accounting 
technician researches the transaction, gathers as much information as possible, then either 
enters the suspense fund transaction into FFS or sends the information to the NBC for 
data entry.  The CAS or the NBC credits the funds to the appropriate suspense fund by 
using a Cash Collection by deposit (CR) transaction or a Cash Collection through the 
Intra-governmental Payment and Collection (IPAC) (CG) transaction.   
 
Step 1 – Research the Suspense Payment 

CAS: 
• Verifies the payment from a deposit ticket, a business or personal check, a Treasury 

check, or an IPAC payment. 
• Uses the related deposit ticket, business or personal check, Treasury check, or IPAC 

payment combined with emails, phone calls, or other explanatory materials to 
research the payment. 

• Uses the OARC table in FFS to research cost structures. 
• Copies any transaction detail documents. 
• Fills out any necessary collection documents or forms, such as a FFS Batch Control 

Document or a Collection Transmittal. 
 
þ Input Deposit ticket, business or personal check, Treasury check, or an IPAC 

payment 
þ Input Emails, Phone Calls, or Other Explanatory Materials 
þ Input OARC Table 
þ Input Transaction Detail Documents 
þ Output  Transaction Detail Documents (Copies) 
þ Output  Collection Documents or Forms 
 
Step 2 – Collect Suspense Payment Information 

CAS: 
• Collects and organizes the documentation for a suspense payment. 
• Creates a suspense payment file or adds the suspense payment information to another 

business process file, for example a Proceeds of Sale or a Reimbursable Agreement. 
 

þ Input     Suspense Payment Documentation 
þ Output  Suspense Payment Business File Or Updated Business Process File 
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Step 3 – Enter the Suspense Payment into FFS 

CAS: 
• Keys the suspense payment information into FFS with a CR or CG document. (See 

the CR document – Attachment 1 and the CG document – Attachment 2). 
Or 

• Sends the suspense payment documentation to the NBC for FFS data entry. 
 

þ Input Suspense Payment Business File Or Updated Business Process File into 
FFS (by CAS or NBC) 

þ Output  Updated Suspense Account in FFS 
 

NBC – Creates FFS Entry  

NBC: 
• Keys the suspense payment information into FFS. 
• NBC sends the Suspense Payment Business File or Updated Business Process File 

back to CAS. 
 
Step 4 – Verify the Suspense Account Status  

At month-end, the Branch of Financial Systems (FSB) produces the FWS34501 – 
Suspense Account Inventory report and the FWS30001 – Unresolved Suspense File 
Transactions report.  
 
CAS: 
• Refers to the FWS34501 Suspense Account Inventory report for a list of each account 

and the transactions associated with the account. (See the FWS34501 – Suspense 
Account Inventory report – Attachment 3). 

• Verifies the information for each transaction in the FWS30001 – Unresolved 
Suspense File Transactions report (See the FWS30001 – Unresolved Suspense File 
Transactions report – Attachment 4). 

• Uses the information to verify the account’s status. 
 
þ Input FWS34501 – Suspense Account Inventory Report 
þ Input FWS30001 – Unresolved Suspense File Transactions Report 
þ Output  Verified Suspense Account Status 
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Step 5 – Remove the Payment from Suspense Status 

When the situation that required the funds to be placed in a suspense account is resolved, 
and payments can be made to the appropriate agency, credited to the appropriate fund, or 
refunded, CAS moves the funds from the suspense fund and disperses them to the proper 
destination. 
 
CAS: 
• Reverses the CR or CG transaction in FFS to move the funds from the suspense 

account, so they can be dispersed to the correct destination. 
 
þ Input Transaction Information  
þ Output  Updated Suspense Account 
þ Output  Payments Credited or Refunded 
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Attachment 1 – Cash Receipt (CR) Documents 

(The fields are intentionally left blank.) 
 

Header  

 
 
Detail 
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Attachment 2 – Cash Receipt (CG) Documents 

(The fields are intentionally left blank.) 
 

Header  

 
 
Detail  
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

600X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

601X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

602X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

603X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

604X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

621X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

625X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

629X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

630X 
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Attachment 3 – FWS34501 – Suspense Account Inventory Report 

650X 
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Attachment 4 – FWS30001 – Unresolved Suspense File Transactions  Report 
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Attachment 5 – Suspense Account Process Diagram 

The Suspense Accounts Process is represented by an IDEF model.  IDEF is an acronym 
for the I-CAM (Integrated Computer Aided Manufacturing) DEFinition methods.  The 
IDEF model of the process graphically illustrates the complete activity. 
 

Activity Model: 
The completed activity model documents an explicit, step-by-step operation.  It inc ludes 
all the information and data required to perform the suspense account activity.  Activity 
modeling is often referred to as functional decomposition.  It shows the input, the process 
that transforms it, and the output of the transformed input. 
 

ICOM :  The acronym for the data elements on an activity model. 
 

INPUT  the element that triggers an activity and is transformed, consumed, or 
becomes part of the end result (Output) of the activity. 

 

CONTROL data that constrains or regulates the activity.  It usually indicates when 
or how the process will be performed.  Controls are mandatory, each 
activity on a diagram must have at least one. 

 

OUTPUT the end result of an activity, the reason for which the process is 
performed.  It must contain some form of input, and it is mandatory. 

 

MECHANISM the energy (man or machine) that performs the activity’s work. 
 

For example: 

Activity:  Application Software Testing

Perform
Application Software
Testing

A0

Application Software

Staff
Test

Environment
 Resources

Inputs

Mechanisms

Feedback

Tested Application Software

Approved Test Plans

Outputs

Policies,
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Standards

User/
Design

Requirements

Resource
Availability

Controls

 
 


